Theatre Rental Application
· Please read and complete this application, and return to the Executive Director.				For management use only:
· Submit all required documents (certificate of insurance required for all users) with application. 		Prod. Mtg: Date ___________Time ______
· A Production Meeting may be required prior to use to confirm specific schedule and requirements.        		Techs: ______________________________   
            LIGHTS        SOUND          STAGE

EVENT TITLE: _______________________________________

Organization Information
	[bookmark: Text1]Organization Name        
	Phone no. where you can be reached on   

	[bookmark: Text3] Event Contact Person/Onsite Supervisor:        
	the day of the Event.        

	[bookmark: Text4]Billing Address (required)        
	Other Phone        

	City, State, Zip        
	Fax Number        

	Email Address        
	|_| Non-Profit (attach 501(c)3	
|_| For Profit	



Event Information
	Event Title:        

	TECHNICAL REQUIREMENTS 
(Please list and quantify- attach additional sheets if needed)
Number of Participants:                
Anticipated Audience Size(s):       
Need use of ticket booth:              


	|_| Straight Play         	|_| Dance Recital/Variety Show  |_| Movie/Video
|_| Musical                   	|_| Lecture/Speech       		        |_| Church or Other Service 
|_| Concert/Band        	|_| Fundraiser                 		        |_| Other: ___________________
	

	Description of Event:         

	

	Other:                                           Other:         
	[bookmark: Check5][bookmark: Check6]Other?       |_|Y    |_|N



Event Requirements 
	|_| 	Event only requires stage and house with no tech.  

|_| 	Event requests following additional requirements:  
        Please see Site Supervision Policies for criteria.

LIGHTING
[bookmark: Check3]	|_|  Use of light board
          |_|  Use of followspot
	|_|  Specials to be hung and focused, or other changes to rep plot
          |_|  Hooking up independent lighting system to our board
          |_|  Other lighting needs: ___________________________________

SOUND
	|_|  Use of sound board
          |_|  Use of phone, iPod, Qlab, etc
	|_|  Need handheld mics.  How many ____
	|_|  Need mic stands.  How many ____
          |_|  Need headset mics.  How many ____
          |_|  Audio-visual; movie, video, PowerPoint, etc.
	|_|  Hooking up independent sound system to our board
          |_|  Other sound needs: ___________________________________

	STAGE
[bookmark: Check4]          |_|  Use of main drape
	|_|  Use of mid-traveler
          |_|  Use of upstage scrim

          |_|  Use of SL green room
          |_|  Use of backstage bathroom
	|_|  Use of SR changing room (in costume area)
          |_|  Use of other backstage space:_____________________________
          |_|  Black Box (occupancy: 65)
	
          |_|  Use of chairs.  How many ____
	|_|  Use of music stands.  How many ____
          |_|  Use of music stand lights.  How many ____

	|_|  Will be loading in large set pieces, risers, etc.
	|_|  Will be loading in musical instruments.
          |_|  Will need to store items in between rental days
          |_|  Will be using prop weapons.  List amount and type below.
          |_|  Other stage needs:  _____________________________________

LOBBY
          |_|  Use of box office
	|_|  We will be selling food and/or drinks
	|_|  We will be selling merchandise or other items
          |_|  Other lobby needs: _____________________________________
                  (Nothing may be hung on walls or doors.)



Event Schedule (For longer events, please attach list of dates and times and/or production schedule.)
	[bookmark: Check1]Series of Dates:  Beginning Day/Date:      		          	End Day/Date:      			

	Day 1:	                     				
Arrive/Set-Up:	     				
Start Tech Reh:         	(Allow 2x show’s running time.)	
Break/Dinner:           				
Prep Stage:                				
House Opens:            				
Event Starts:	     				
Event Ends:	     				
[bookmark: Text5]Clean-Up Ends:         				
Only fill in times that apply to your event.
	Day 2:	                     				
Arrive/Set-Up:	     				
Start Tech Reh:         	(Allow 2x show’s running time.)	
Break/Dinner:           				
Prep Stage:                				
House Opens:            				
Event Starts:	     				
Event Ends:	     				
Clean-Up Ends:         				
Only fill in times that apply to your event.



Agreement: The undersigned hereby makes application to The Venue Theatre for use of facilities as described above and certifies that the information given in this application is correct.  The undersigned further states that he/she has the authority to make this application and agrees that all rules and regulations of The Venue Theatre (see: The Venue Theatre Rental Rules and Regulations) will be followed by the participants.  The Renter will reimburse The Venue Theatre for the use and or any damage arising from said use of the facilities as invoiced. In consideration for the use of The Venue Theatre, the user assumes all liability for and shall indemnify, hold harmless and defend The Venue Theatre, its directors, officers, officials, employees and agents, as well as their successors and assigns, from and against all loss, damage or expense which The Venue Theatre sustains or incurs, and against any and all claims, demands, suits, and actions whatsoever, including expense of investigation and litigation, on account of injury to or death of persons, including without limitation employees of The Venue Theatre, employees of the Renter’s, any child or adult visiting or participating in any of the Renter’s programs, or on account of damage to or destruction of property, including without limitation property owned by and property in the care, custody or control of The Venue Theatre during the terms of this permit to the extend caused.  
This Rental Application does not commit the Renter, and is for informational purposes only.

[image: ]27132 Main Street
Conifer, Colorado 80433
720.588.0977



RETURN APPLICATION TO: ExecutiveDirector@TheVenueTheatre.com

Signature of Applicant:									Date:			
The above is a summary of the Facility Use Policies and Procedures which are available online at www.sno.wednet.edu. The PAC Safety Manual is in the booth. 6/14.
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